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Welcome to Video Professor Learning 


Congratulations on making a smart learning 
decision — Video Professor lessons! 

As you are about to discover, this is the fastest, easiest 
and most comprehensive way to learn computers. 

Video Professor lessons are designed to get you 
up-to-speed right now! Simply put the CD-ROM into 
your computer, and you’re learning! 

So often we hear from people who are amazed that 
they learned so much with so little time and effort. You see, these lessons are 
designed to build the user’s confidence and provide a depth of knowledge 
that would be virtually impossible with other learning methods. 

We strongly suggest you take just five minutes right now and slip one of these 
CD-ROMs into your computer. With just a quick glance you’ll be convinced of 
just how powerful these lessons really are! 



John W. Scherer 

Founder and CEO, Video Professor 
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Essential System Requirements 

Windows* 95 or higher, 166 MHz Pentium processor, 32MB RAM, 
16-bit color SVGA display card, sound card, 4x CD-ROM drive, speakers 
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What You Need to Know about Your Review Program 


Your complete lihrurv of leaminj; on the subject of your choice is contained on these three (it)- 
ROMs: Beginner, Intermediate and Advanced. 

Any two of these CD-ROMs are yours to keep FREE, whatever you decide. It’s our way of saying 
thank you for agreeing to review the complete set. You have 10 days to review all three CD- 
ROMs. Learn all you can from the lessons 
during these 10 days. If you like them as much 
us we think you will, then do nothing. Keep all 
three CD-ROMs and the discounted amount of 
just $79.95 will lx* conveniently hilled to your 
credit card. If 10 days just isn’t enough time, 
you can call our Customer Service department 
and one of our representatives will lx* happy to 

extend your review time up to 20 additional days! Keep any TWO CDs FREE! 

However, if you decide the complete set isn’t for you. simply call us before your 10-day free trial 
expires at I-800-525*7763 to obtain a Return Authorization number and return any one of the 
lessons. Customer Care Representatives are available Monday-Thursday Tam-Opm, Friday 7am 
Spin and Saturday 7am-3:.SOpm MST. No time to call? You can also contact us by going to 
www.videoprofessor.com, clicking on “Contact I s", and sending us an e-mail! And remember, 
return any one of the three lessons and you'll never lx* charged. Keep the other two lessons 
absolutely free! 

Remember, this complete set can benefit the entire family, not just you. At only $ 7t )»5, you're 
getting a complete reference library on your chosen subject that is yours to keep forever. 

Video Professor estimates a maximum 5-day delivery period. Therefore, you are subject to 
^ billing approximately I5 days from the postmark date on the outside of your package. 




Additional Shipments of Equal Learning Value! 


When you ordered, you were given the option to continue learning with other Video 
Professor lessons that interested you. One of the following two criteria make you 
eligible to continue learning in this valuable, no obligation way: 

1. If you agreed to review additional subjects 

2. If you keep all three lesson CD-ROMs beyond the review period 

If you decide to keep all three lessons, every few weeks you can continue learning by 
automatically receiving other Video Professor lessons, hilled on the exact same terms 
as this shipment (excluding first-time special offers and one-time-only shipping and 
processing reductions). To choose your next title, or to discontinue shipments, 
simply call I -800-525-7763 during regular business hours or visit 
www.videoprofessor.com to send us an e-mail. 

Note: All prices in this booklet art* l S. dollars. Applicable taxes (if any) are not 
included. 
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Who is Video Professor? 


Video Professor has been teaching millions of people, just like you. how to quickly 
and easily become proficient witli computers and computer software. Starting with 
our first lesson on DOS 1.0 over 16 years ago. Video Professor has been committed 
to providing the best possible teaching tools to its customers. 

Today. Video Professor is the undisputed leader in self-paced computer tutorials, and 
we are still striving to create new products and learning methods for our valued 
customers. Video Professor is a member in good standing of the Direct Marketing 
Association. We adhere to the standards and practices set forth in their charter and 
invite you to contact them about us. 




Video Professor's Return Policy and Money Back Guarantee 


Please Note: A Return Authorization number MUST appear on the outside of any returned 
lesson. Returning a lesson without this number can result in your credit card being 
inadvertently charged if we are unable to locale your account to stop billing. 

Even idler your 10-day free trial period is over and you have been charged, you still have Mi days to contact 
Video Professor and return any one of the three lessons for a lull refund. Dm- to the lessons' susceptibility 
to duplication, and under the protection of applicable piracy protections laws, calls for refunds AFTER 30 
days are subject to review and refusal at Video Professor's sole discretion 
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Installation of Your CD-ROM Lessons 


You're only four easy steps away! 

1. Simply put the lesson into your computer’s CD-ROM tray. The 
lesson must he in the tray at all times during use. 

2. The CD-ROM will automatically perform 
some diagnostics to ensure that it will work 
properly in your computer. Once this is done, 

the CD will automatically start or you will he returned hack to your 
desktop where you can double click the Video Professor icon. 


3- The first time you use the CD-ROM lesson, you will see the Video 
Professor Software License Agreement. If you agree with and accept 
the terms and conditions of the license agreement after reading it, 
click "I Agree. " If you do not agree with the terms and conditions of 
the license agreement, click "Do Not Agree" or simply remove the 
CD- ROM from the CD drive. If you do not accept the license agreement, you will not 
he able to access and use the lesson contained on the CD-ROM. 

4. When you reach the lesson’s Table of Contents page, click on any chapter to begin 
learning. 
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Note: If your lesson does not start automatically and the VP icon does not appear 
on the desktop, refer to the FAQs section on page 11 of this booklet. 







CD-ROM Features & Benefits 


These CD -ROM lessons operate similarly to your familiar VCR at home. Once you've 
chosen a subject to learn, the player will always appear on top of any other windows 
you have open. This means that you can never lose your Video Professor lesson. 

The buttons at the bottom of the player work the same 
as your VCR: Play, Pause, Fast Forward, and Rewind. If 
the lesson moves too quickly for you, simply click the 
Pause or Rewind buttons. Conversely, if the lesson is 
covering something that you already know, skip ahead 
either by clicking on the Fast Forward button (which 
will advance the lesson about 10 seconds ahead) or by 
clicking on one of the Progress Indicator buttons 
(which will automatically jump ahead to that portion of 
the chapter you have chosen). 

While the lesson is play ing, you just follow along. We recommend that you watch the 
entire lesson one full time before doing it yourself. 

For best results, move the player into the lower right 
hand corner of your computer’s screen, so you can 
continue to operate in the software you are learning. 

To move the player, simply click and hold at the very top 
of the player and drag your mouse to the position on 
your desktop that you desire. If it becomes necessary, 
you can click on the Minimize button in the upper right 
hand corner of the player, and the player will move to 
the task bar. To restore the lesson to its previous position on your desktop, click on 
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CD-ROM Features & Benefits (continued) 


the Video Professor lesson bar to the right or the 
Start button on the bottom status bar. 

It's easy! Just do what the Professor does. 

As you do, both the player’s screen and your 
screen will look identical. 



Watch 

for NEW 
Releases 


At Video Professor, we’re always 
working on new releases. So make 
sure you ask about our available 
titles any time you give us a call. Or, 
feel free to call and let us know 
what program you would like us to 
develop lessons for. 

kaiiias] Professor 
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FAQs 


Manually Installing the Video Professor CD-ROMs 

(Only necessary if you do noi have a Video Professor icon on the desktop and the CD lias not 
automatically started.) 

1. Click on the Start button. 

2. Click Run 

y Click on Browse. 

4 . In the upper left hand corner, change the Look in: box to view die CD-ROM drive. 
(It has a picture of a CD-ROM next to it or the Video Professor logo and the name of 
the lesson.) 

5. Double click the item ICON.EXE. It has a Video Professor logo on it. 

6. You should now he back to the Run window. Click OK. 

7. After a moment, you will see the Video Professor Software License Agreement. If 
you agree with and accept the terms and conditions of the license agreement alter 
reading it, click "I Agree.” 

S. If the CD-ROM doesn’t start running at this time you will notice a Video Professor 
icon on your desktop. Double click on that icon. 

9. You are now ready to begin learning. Enjoy your learning experience! 
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FAQ.S (continued) 


Illegal Operation 

If you arc getting an error message that says Illegal Operation, lake the CD-ROM 
out of the drive and restart your computer. 

1. Check the Cl) for any scratches or smudges. If there is something on the Cl), wipe 
il with a soft, dry, perfume-free, oil-free cloth. 

2. Place the CD-ROM hack in the drive and try again. 

3. If you get the error again, take the Cl) ROM out and restart your computer. 

Call customer service at 1-800-525-7765 and request to speak with technical 
support. If a tech is not available, they will take a message and have someone call 
you back. 

4. If there is a scratch on the CD-ROM please call customer service at 

1 -800-525-7763 and notify a customer service representative to receive a 
replacement. 


\oSound 

If you are not hearing sound with the Video Professor CD, try the following: 

1. first make sure your s|>eakers are on and the volume is turned up. 

2. If so, you may need to adjust your volume controls. 

• Click on the Start button. 

• Co to Programs. 

• In the submenu on the right, go to Accessories. 
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• In that submenu, go to Multimedia (Win 95) or Entertainment (Win 
98/Mc/XP). 

• Now, click on Volume Control. 

• Turn Wave and Master Volume all the way up. 

• Make sure that all of the Mute boxes are blank and all the select boxes have 
a check mark in them. 

• After doing this click on the “X” in the upper right hand corner to close the 
Volume Control window. 

• Try the lessons again. 

If you are still experiencing problems call customer service at 1-800-525-7763 and 
request to speak with technical support. If a tech is not available, they will take a 
message and have someone call you back. 


Resizing the Video Professor Lesson Screen 

Due to the graphic detail in the CD-ROM, you are unable to resize the lesson screen. 
It will distort the graphics. 


•Ilie information provided in llii> booklet is by its nature general in scope and application and should be used 
by tin* reader only for general information purposes. Video Professor. Inc. has used reasonable efforts to 
insure the accuracy of the information provided herein and to insure that the information provided w ill be 
generally useful w ithin the context of the questions identified as lAQs. Video Professor does not and cannot 
w arrant or guaranty the applicability of the information presented here to the circumstance of the individual 
user and disclaims any responsibility for damage to property or injury to persons arising from or in connection 
w ith the user's interpretation, use. or application of the information presented herein. 


Video Professor End User License Agreement 


This Software is the proprietary and copyrighted work of Video Professor, Inc. (“Video Professor") and/or 
its third party licensors. Downloading, installation and use of the Software are governed by the terms of 
this License Agreement. In order to lawfully use the Software, you are required to read, acknowledge and 
agree to the terms and conditions of the following License Agreement. Reproduction or redistribution of 
the Software not in accordance with this License Agreement is expressly prohibited by law. and may result 
in severe civil and criminal penalties. 

CAREFULLY READ ALL OF THE AGREEMENT'S TERMS AND CONDITIONS BEFORE PROCEEDING. BY 
CLICKING 1 AGREE" OR ‘YES" OR OTHERWISE INDICATING YOUR ASSENT ELECTRONICALLY. OR BY 
USING THIS SOFTWARE, YOU AGREE TO BE BOUND BY THE TERMS OF THIS LICENSE AGREEMENT 
(‘AGREEMENT"). IF YOU DO NOT AGREE TO THE TERMS OF THIS LICENSE. MAKE NO FURTHER USE 
OF THE SOFTWARE AND PROMPTLY RETURN THE PACKAGE TO VIDEO PROFESSOR. INC.. 2590 W. 
2ND AVE. UNIT 15, DENVER, CO 80219. 

IF YOU DO NOT ACCEPT SUCH TERMS AND CONDITIONS, AND INDICATE YOUR ACCEPTANCE BY 
CLICKING “I AGREE" WHEN PROMPTED AFTER INSERTING THE CD-ROM. YOU WILL NOT BE 
PERMITTED TO USE THE SOFTWARE. 

This Agreement also governs any releases, revisions, or upgrades to the Software that Video Professor 
may furnish to you The enclosed computer program ("Software") is licensed, not sold, to you by Video 
Professor or one of its licensed affiliates for use only under the terms of this Agreement and Video 
Professor and its applicable licensors reserve any rights not expressly granted to you herein You own the 
CD on which the Software is recorded or fixed, but Video Professor and/or its third party Licensors, as 
applicable, retains ownership of the Software itself 

This Agreement also governs any releases, revisions, or upgrades to the Software that Video Professor 
may furnish to you The enclosed computer program ("Software”) is licensed, not sold, to you by Video 
Professor or one of its licensed affiliates tor use only under the terms of this Agreement and Video 
Professor and its applicable licensors reserve any rights not expressly granted to you herein. You own the 
CD on which the Software is recorded or fixed, but Video Professor and/or its third party Licensors, as 
applicable retain ownership of the Software itself 1. License 

(a) Software. Video Professor hereby grants to you a limited, non-exclusive, nontransferable. royalty-free 
J4 license to use the Software only for the purposes described in 1 (c) below (‘ License"). The term of the 
License may be limited in accordance with Section 8, below 



(b) Retention ot Rights You acknowledge that the Software is a trade secret and valuable property of 
Video Professor or its licensors. All right, title and interest in and to the Software is retained by Video 
Professor and its licensors, and this Agreement shall not be construed as transferring any rights of 
ownership or license to the Software or to any information therein except as expressly set forth in this 
Agreement. 

(c) This License allows you to 

(i) “Use" one copy of the Software on a single computer at a time for your own internal purposes. For 
purposes of this Agreement, to "use" the Software means that the Software is either loaded in the 
temporary memory (i.e., RAM) of a single computer or installed on the permanent memory of a single 
computer (i.e., hard disk. etc ). You may not install the Software on a common storage device that is 
accessible by multiple computers 

(ii) Notwithstanding any other terms in this License, if the Software is licensed as an upgrade or update, 
then you may only use the Software to replace previously validly licensed versions of the same Software. 
You agree that the upgrade or update does not constitute the granting of a second license to the Software 
(i.e.. you may not use the upgrade or update in addition to the Software it is replacing, nor may you 
transfer the Software which is being replaced to a third party). 

2. Restrictions. 

(a) You may not use the Software for benchmarking or performance testing. 

(b) You may not reverse engineer, decompile, disassemble or otherwise leduce the Software to any 
human perceivable form. You may not modify, adapt, translate, rent, lease, loan or create derivative works 
based upon the Software or any part thereof 

(c) You may not reproduce (other than as permitted in Section 1 above), transmit, edit, alter, modify, 
create derivative works of. rent, lease, loan, or distribute the Software, in whole or in part. You may not 
remove any proprietary markings of Video Professor or its licensors. 

(d) If you are acquinng the Software on behalf of the United States Government, the Software is classified 
as Commercial Computer Software, and the Government may only acquire Restricted Rights therein Use. 
duplication or disclosure to or by the Government is subject to restrictions set forth in (i) the Commercial 
Computer-Restricted Rights clause at FAR 52.227-19 (a) - (d): (ii) the Rights in Technical Data and 
Computer Software clause at DFARS 252.227-7013 (c) (1) (ii); or (iii) in similar clauses in the NASA FAR 
Supplement, as may be relevant and applicable. The Software Contractor/manufacturer is Video 
Professor. Inc or its applicable licensors. 
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Video Professor Software License (continued) 


(e) You warrant and represent that you are not located in, under the control of. or a national or resident of, 
and will not download, export, or re-export to, a national or resident of a country subject to U S 
embargoes, or listed on the U.S. Treasury Department list of Specially Designated Nationals or the U S 
Commerce Department Denied Person s List or Entities List. 

3. Termination. 

This Agreement and license herein is effective until terminated by Video Professor Video Professor shall 
have the right to terminate this License at any time by providing written notice to you. This License will 
terminate immediately without notice from Video Professor or judicial resolution if you tail to comply with 
any provision of this License. Upon termination you must destroy the Software and all copies of the 
thereof. Sections 4 - 8 will survive any termination of this License. 

4. Limitations. 

(a) You acknowledge that the Software may contain bugs, omissions or typographical or other errors. 
Video Professor reserves the right to make improvements and changes in or to the Software at any time 
without notice or liability to you; provided however that Video Professor is under no obligation to make 
such changes. 

(b) You acknowledge and agree that Video Professor does not support the Software and has no obligation 
to provide you with any support, maintenance, corrections, bug fixes, updates, upgrade, new versions or 
revisions thereto. 

(C) EXCEPT AS PROVIDED IN PARAGRAPH 5 BELOW. SOFTWARE IS PROVIDED BY VIDEO PROFESSOR 
TO YOU "AS IS" AND WITHOUT WARRANTY OF ANY KIND, VIDEO PROFESSOR MAKES NO 
WARRANTIES OR REPRESENTATIONS. AND HEREBY EXPRESSLY DISCLAIMS ANY AND ALL EXPRESS 
OR IMPLIED WARRANTIES AND REPRESENTATIONS THEREFOR. INCLUDING WITHOUT LIMITATION. 
ANY AND ALL EXPRESS OR IMPLIED WARRANTIES AND REPRESENTATIONS OF MERCHANTABILITY. 
FITNESS FOR A PARTICULAR PURPOSE, TITLE, AND NON-INFRINGEMENT VIDEO PROFESSOR DOES 
NOT WARRANT THAT THE FUNCTIONS CONTAINED IN THE SOFTWARE WILL MEET YOUR 
REQUIREMENTS. THAT THE OPERATION OF THE SOFTWARE WILL BE VIRUS OR ERROR FREE OR 
THAT DEFECTS. IF ANY, IN THE SOFTWARE WILL BE CORRECTED. YOU AGREE AND ACKNOWLEDGE 
THAT YOU ARE INSTALLING THE SOFTWARE AT YOUR OWN RISK 

(d) VIDEO PROFESSOR DOES NOT WARRANT OR REPRESENT THE ACCURACY OR RELIABILITY OF 
J ft THE USE OR RESULTS OF THE USE OF THE SOFTWARE. NO ORAL OR WRITTEN INFORMATION OR 




ADVICE GIVEN BY VIDEO PROFESSOR OR AN AUTHORIZED VIDEO PROFESSOR REPRESENTATIVE 
SHALL CREATE A WARRANTY OR INCREASE THE SCOPE OF THIS WARRANTY OR THE LICENSE 

(e) BY ACCEPTING THE TERMS OF THIS LICENSE AGREEMENT. PERMISSION TO INSTALL ICONS ON 
THE COMPUTER DESKTOP IS EXPRESSLY GRANTED BY THE END USER TO VIDEO PROFESSOR 

(f) YOU ACKNOWLEDGE AND AGREE THAT REMOVAL OF THE ICONS FROM THE COMPUTER IS THE 
SOLE RESPONSIBILITY OF THE END USER. AND THAT VIDEO PROFESSOR SHALL NOT BE LIABLE FOR 
ANY CONSEQUENTIAL DAMAGES, WHATSOEVER AS A RESULT OF REMOVAL OF THE ICONS BY THE 
END USER 

(g) SOME STATES DO NOT ALLOW THE EXCLUSION OF IMPLIED WARRANTIES. SO THE ABOVE 
EXCLUSIONS MAY NOT APPLY TO YOU 

(h) Video Professor may give you the opportunity to install software or programs provided by other 
companies (“Third-Party Programs ') on your computer You acknowledge that such Third-Party 
Programs may not be error free, and therefore you acknowledge and agree that by installing such Third- 
Party Programs on your computer, you do so at your own risk. You agree to comply with all license terms 
for Third-Party Programs that are disclosed to you by Video Professor. You acknowledge that the 
limitations set forth in this Section 4 apply to the Third-Party Programs The license terms for such Third- 
Party Programs are posted at the following: http://www.videoprofessor.com/thirdpartyeulas 

5. LIMITED WARRANTY AND EXCLUSIVE REMEDY FOR VIDEO PROFESSOR REGISTRANTS FOR 
PARTIES THAT HAVE REGISTERED WITH VIDEO PROFESSOR AS DIRECTED BY THE SOFTWARE, VIDEO 
PROFESSOR EXTENDS A LIMITED WARRANTY FOR VIDEO PROFESSOR PRODUCTS (A) AGAINST 
DEFECTS IN MATERIAL AND WORKMANSHIP. AND (B) THAT THE VIDEO PROFESSOR PRODUCT WILL 
OPERATE ACCORDING TO VIDEO PROFESSOR PUBLISHED SPECIFICATIONS OR DOCUMENTATION 
THESE WARRANTIES ARE AVAILABLE TO THE ORIGINAL PURCHASER ONLY. AND ARE NOT 
TRANSFERABLE TO ANY OTHER PERSON OR ENTITY AS THE ORIGINAL PURCHASER’S SOLE AND 
EXCLUSIVE REMEDY FOR ANY BREACH OF THIS LIMITED WARRANTY. VIDEO PROFESSOR MAY ELECT 
TO REPAIR OR REPLACE THE DEFECTIVE PRODUCT. OR. AT ITS SOLE OPTION, REFUND THE ORIGINAL 
PURCHASE PRICE. PLEASE RETURN PRODUCTS TO VIDEO PROFESSOR, TOGETHER WITH A 
DESCRIPTION OF THE DEFECT 

6. LIMITATION OF REMEDIES AND DAMAGES. NOTWITHSTANDING ANY OTHER PROVISION 
CONTAINED IN THIS AGREEMENT. VIDEO PROFESSOR SHALL NOT BE LIABLE FOR ANY INDIRECT, 
SPECIAL, INCIDENTAL. PUNITIVE, CONSEQUENTIAL OR ANY OTHER DAMAGES WHATSOEVER, 
WHETHER ARISING IN CONTRACT OR TORT (INCLUDING NEGLIGENCE). INCLUDING, WITHOUT 
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Video Professor Software License (continued) 


LIMITATION, DAMAGES FOR BUSINESS INTERRUPTION. LOSS OF DATA. COMPUTER REPAIR COSTS, 
LOST PROFITS OR ANY OTHER PECUNIARY LOSS. ARISING OUT OF OR IN CONNECTION WITH THIS 
AGREEMENT OR THE USE. THE RESULTS OF THE USE. OR THE INABILITY TO USE THE SOFTWARE OR 
THIRD-PARTY PROGRAMS. EVEN IF VIDEO PROFESSOR HAS BEEN ADVISED OF. OR SHOULD HAVE 
FORESEEN THE POSSIBILITY OF SUCH DAMAGES VIDEO PROFESSOR S AGGREGATE LIABILITY FOR 
ANY BREACH OF THIS AGREEMENT SHALL NOT EXCEED THE ORIGINAL PURCHASE PRICE OF THE 
SOFTWARE LICENSED UNDER THIS AGREEMENT 

7. Terms Specific to Identity Theft Customers. 

(a) If you are not satisfied with the Software, you may return the Software (within 30 days after your 
purchase of the Software) to Video Professor and receive a refund (and all back-up copies must be 
destroyed) 

(b) Identity Theft insurance (available through AIG) is available only to those customers that pay for one of 
the Video Professor products tor the full term: if you qualify, your Identity Theft insurance will take effect 
45 days after your purchase of the Software. 

8. Subscription/Maintenance Renewal. If the Software you have ordered involves a subscription 
("Subscription Product ') and if you have registered with Video Professor within nine months of your 
purchase of the Software, and unless another term is specified in your invoice, this License Agreement 
entitles you to use. and to receive Product Updates and technical support for your Subscription Product 
for one (1) year from (a) the date you registered the Software with Video Professor or (b) Your receipt ol 
the product serial number or activation code, whichever is earlier ("Subscription Period") At the end of 
the Subscription Period, your Subscription Product subscription shall terminate (in which event you must 
destroy all copies of such Software and related documentation) unless you renew your Subscription 
Product at Video Professor's then current fees 

9 Governing Law. This Agreement shall be governed by and construed in accordance with the laws of the 
United States of America and the state of Colorado, and any action brought by either party to enforce this 
Agreement shall be brought in the relevant state or federal court in Colorado You hereby submit to the 
personal jurisdiction of such courts The parties hereby expressly exclude applicability of the United 
Nations Convention on the International Sale of Goods If for any reason a court of competent jurisdiction 
shall find any provision of this Agreement to be unenforceable, that provision of tins Agreement shall be 
enforced to the maximum extent permissible so as to effect the intent of the parties, and the remainder of 
J ft this Agreement shall continue in full force and effect. 



10 Customer Contact You expressly acknowledge and agree that Video Professor may contact you with 
information regarding the Software and about products that Video Professor believes may be of interest to 
you Video Professor may also share information you provide via the registration process to Advercast. 
LLC dba SurfSecret The Video Professor Privacy Policy, the current version of which is posted on Video 
Professor’s website at www.videoprofessor.com. explains how Video Professor collects, uses, and 
discloses personal information, as well as the choices Video Professor gives you about such uses and 
disclosures. 

11 Notices. Video Professor will contact you via the information you provided when you ordered the 
Software or upon registration If you send notice to Video Professor, you must use the following address. 
Legal Department, Video Professor. Inc.. 12055 W 2nd Place. Lakewood, CO 80228-1526, Fax: 303-202- 
9929. 

12 This Agreement constitutes the complete agreement between the parlies regarding this subject matter 
and supersedes all prior discussions, agreements, understandings and representations whether oral or 
written and whether or not executed by VP and you No modification, variation amendment or other 
change may be made to this Agreement or any part thereof unless reduced to writing and executed by 
authorized representatives of the parlies. 

v04.26.05 
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Titles Available from Video Professor 


Windows’ 

XP 

Beginner 

Introduction 
The IX'skiojt Interface 
Elements of .1 Window 
Conlcnis of a Window 
Tin 1 Taskbar 
The Sian Button 

Kilr Kohlers X Saving Documents 
Ilu- Control Band 

Intermediate 

Introduction 

I sing tilt- Search Command 

Files and Folders 

Making a Shortcut 

The W indows Explorer Program 

Working with WordPad 

t sing tin- Paint Program 

Advanced 

Introduction 
I sing the System Tools 
Add & Remove Programs 
I sing Backup 
System Restore 

Me 

Beginner 

Introduction 
Inside Your Computer 
The Desktop Inierface 
Clements of a W indow 
Content* of a W indow 
The Taskbar 
The Sian Button 

File Folders it Saving IX>onnenls 
The Control Panel 


Intermediate 

Introduction 

I sing the Search Command 
Files and Folders 
t reating a Shortcut 
Windows Fxplorer Program 
Working with WordPad 
I sing the Paint Program 

Advanced 

Introduction 

I sing the Maintenance W i/ard 
\dd/Removr Programs 
I sing Bai kup 
System Restore 
Multimedia Options 
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Beginner 

I ntmduction/l indcrstanding 

Coinpulers 

Computer Components 
The Desktop Interface 
Clements of a Window 
Contents of a Window 
Ihe Taskbar 
The Start Button 

File Folders X Saving Documents 
The Control Panel 

Intermediate 

Introduction 

l sing the Find Command 
Files and Folders 
Creating a Shortcut 
Working with Applets 
I sing the Paint Program 

Advanced 

Introduction 

I sing the l tililies 

Add and Remove W indow s *>* 


Components 
Backing l p Files 
Multimedia Options 
Creating Custom Toolbars 

95 

Beginner 

Introduction 
Hardware and Software 
I ndeislanding the Environment 
Windows Elements 
I sing the Taskbar 
Customizing the Desktop 
Using ihe Explorer 

Intermediate 

Setup Rei|iiirenunLs 

Making a Pnijcct Folder 

Using Ihe Notepad 

Working with WordPad 

Creating Ail with the Paint Program 

I sing the Clipboard 

Performing Calculator Functions 

Advanced 

Introduction 

I mlei standing Data Communications 
Installlug Hardware (Plug K Plav) 
Using Communications Software 
Semimg a Fax 
Fax Cover Pages 

Making llypciTermmal Connections 
Ollier Communication Services 
Using the Maintenance I tililies 





Access 

2002 

Beginner 

Introduction 
(tailing a Database 
Creating Tahiti 
Entering Data 

Creating and Modifying Forms 
Adding a held to a Form 

Intermediate 

Using the Table W izard 
I Mug the Form Wizard 
Creating a Table in Datasheet View 
Tahle Relationships 
Creating Queries 
I sing Queries in forms 
Creating and Modifying Rejmrts 
Queries with Multiple Tables 
(tailing a Custom Report 

Advanced 

Introduction 

lui|>orliiig Data into an Access 
Database 

lMug (lie l-itul Duplicates Query 
Wizard 

Select Queries >% Action Queues 
linking Tables bveween l\vo Databases 
t sing a Union Querv 

2000 

Beginner 

Introduction 
(.noting a Database 
Creating Tables 
Entering Data 

Creating and Modifying forms 
Adding a held to a form 


Intermediate 

i sing iiit lahit \\izard 
I sing the Form Wizard 
t reating a Table in Datasheet View 
Table Relations 
Creating Queries 

I sing Queries in Forms 

Creating and Modifying Reports 
Queries with Multiple Tables 
(.renting a Custom Re|>ort 

Advanced 

Introduction 

Importing Data into an Access 
Database 

Using tin- Find Duplicates Query Wizard 
Select Queries vs Action Queries 
Unking Tables between TVvo Databases 
Using a Union Query 

Excel 

2002 

Beginner 

Introduction 

The KutI Knvironmciit 

building a budget 

Saving Files to Disk 

Working with Formulas 

Performing What if Analysis 

formatting 

Printing 

Intermediate 

introduction 

Using Multiple Worksheets 
Creating Charts 
Manipulating < luui Clements 
Calculating Income & expenses 
Absolute & Relative Cell VddtvSsrs 
Revenues, Kx|ienses X \il Income 
Creating a Summary Page 


Advanced 

Introduction 
Database fundamentals 
biuldmg a Payroll Table 
I sing tin- If function 
Modifying an existing 
Data Table 
f inding Records 
Sorting Data 
Performing Queues 

2000 

Beginner 

Introduction 

The fuel Environment 

building a budget 

Saving Files to Disk 

Working with Formulas 

Performing What if Analysis 

formatting 

Printing 

Intermediate 

Introduction 

Working with Multiple W orksheets 
Creating Charts 
Manipulating Chart Elements 
Calculating Income and Expenses 
Absolute and Relative Cell Addresses 
Changing Variables 
(taaiing a Summary Page 

Advanced 

Introduction 
Database fundamentals 
budding a Payroll Database 
I sing the If function 
Modifying an Existing Data Table 
finding Records 
Sorting Darn 
Performing Queries 



Titles Available from Video Professor (continued) 


Frontpage 

2002 

Beginner 

Introduction 

Website Basics 

The Frontpage environment 

rlu* Views Bar 

Working with the template 

Saving m Frontpage 

Intermediate 

introduction 

Themes 

Working witli iaiilcs 

Working wait Images 

Thumbnails and Anchors 

Selling I p Ihperliuks and Bookmarks 

Advanced 

Introdnclioii 

Shared Ik inters and (iraptm effects 
Working with Frames 
Adding Custom Forms 
Making Forms Function 
I sing the Forms Wizard 
Testing Your Site 
Publishing Your Site 

2000 

Beginner 

Introduction 

Wclisile Basics 

Hie Front Page Environment 

Hit* N iews Bar 

Imploring Themes 

Creating a Site from Scratch 

Shared Borders 


Intermediate 

Insetting Images 
Working with Images 
Working with Text 
Developing Your Site 
Hyperlinks 
Bookmarks 

Advanced 

Inirodutlioii 
Creating Tables 
Manipulating Tallies 
Frames 

Publishing Your Site 

HTML 

Beginner 

lulnidiicliou 
How the Internet Works 
(aiding Your First Page 
Tormatling Text With HTML 
Advanced Text lonuatiing 
Hyper linking Basics 
More llvper linking 
IfTMI. Table Basics 

Intermediate 

Introduction 
Color on the Wdi 
I tuleiManding Well Craphk's 
All About Image Attributes 
Optimizing Images lor die Well 
Formatting a Page with Tables 
Advanced Table layout 
Unking with Image Maps 

Advanced 

Introduction 
HTML Forms 
Advanced Form Elements 
Activating the Form 
Frames 


Cascading Style Sheets 
Kmhcdded and Inline Styles 
Publishing Your Site 

The Internet 

Beginner 

Introduction 
Connecting to Farthlank 
exploring the Farthlink Website 
lanail 

exploring the World Wide Web with 

Earthlink 

Customizing I art III ink 
Siting! p a Stock Portfolio 
More Ivarthlink Web Sites 

Intermediate 

Introduction 
Searching the Web 
I sing Chat Rooms 
Bulletin Boards 
Vewsgnuips 
Dow nloading Files 

Advanced 

Introduction 

Customizing Internet Explorer VO 

t sing Stationery 

lanail a Link 

Attaching Files 

Croup lanail 

The Well Inlegraled Desktop 
Actessing KarthUtik From Other 
Lorutioas 

Downloading Files ami (iraphlcs 
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Lotus 1-2-3 

Beginner 

Introduction 

Exploring (lit* Lotus Environment 
Hu tiding .1 Rmlgel 
Saving Files to Disk 
Winking with Formulas 
Performing "Whai-if' Analysis 
Formatting Spreadsheet Elements 
Criming the Spreadsheet 

Intermediate 

Introduction 
('.anting Charts 
Changing ( hart 1 Ypcs 
What if' Analyse 

Relative Uttd AhsoluieCell Addresses 
Creating a Mixed Chart 
TestingWhat-if Scenarios 
Creating a Summary Slml 

Advanced 

Introduction 
Database Fundamentals 
Making Range Names 
I sing the (« IF Function 
Modifying an Existing Data TaWt 
Sorting Data Reconls 
Performing Queries 

MS Money 1 

2003 

Beginner 

Introduction 

The Money laiyoni 

Silting I p Your Accounts 

Working w ith the Check Register 

Entering Spin Transactions 

Printing Chirks it Other Register Tools 


Reconciling Your Rank Statement 
Managing Money Files 

Intermediate 

Introduction 
Adding New Accounts 
Adding l oan Accounts 
Managing Hills ami Deposits 
Managing Categories and Payees 
(iemrating Money Reports 
Money ami the Internet 
Online Hanking and MonevSide 

Advanced 

Introduction 

Adding an Investment Aceoiint 
Managing Your Portfolio 
I sing the Money Advisor 
I sing the Hmlgel Planner 
I sing the I iff itine Planner 
lav tools 

(kiting llte Most out ol Money 

Office 

Integration 

2003 

Beginner 

Introduction 

Word Integration Features 
Emailing Documents m Office 
Excel Integration Features 
Working with Excel 
Shared Office Tools 
Clip Art Organizer 

Intermediate 

Introduction 
Word into PowerPoint 
Inserting objects into PowerPoint 
Design Templates 


Office Collaboration Features 
PowerPoint into Word 
Office Mail Merge 
t he Address Hook 
Office Word Art 

Advanced 

introduction 

Enhance Word with Publisher 
Publisher Invitations 
Mail Merge with Access 
Access into Wool 
Aecess Integration Features 
A Wi ll Page with Frontpage 

Outlook* 

2002 

Beginner 

Introduction 
Setting I p Outlook 
The Outlook Environment 
Entail Basics 
Advanced Email 
Address Hook 

Sending Email Attachments 
Customizing Entail 

Intermediate 

Introduction 
Creating Contacts 
Modifying O mi tacts 
Scheduling Appointments 
Recurring Appointments 
The Task Pad 
The Journal 
Notes 

Advanced 

introduction 

l sing Folders 

l ocating Information and QmckFmd 


Titles Available from Video Professor (continued) 


Organize Features of Outlook 
liiipofimg/Fxporting Data 
Archiving Information 

2000 

Beginner 

Introduction 
Setting 1ip Outlook 
The Outlook environment 
Tinail Basies 
Advanced I iii.iiI 
Customizing I null 

Intermediate 

Introduction 
Contacts 
The Calendar 
Die Task Patl 
The journal 
Notes 

Advanced 

Introduction 
I sinj* Folders 

locating Information and Quii khiiul 
Organize features of Outlmik 
I mpniilng/F,sporting Data 
Sharing Information 


Photoshop 

cs 

Beginner 

Introduction 
The Photoshop Window 
Image Hies 
Hie f ile Browser 
Creating New f ill's 
the Work environment 
Hie Photoshop Toolbox 
Working with Palettes 
The layers Palette 
Managing Multiple layers 

Intermediate 

Introduction 
Photoshop Selections 
Transforming Images 
Advanced (oiiipositnig 
(jmck Mask Mode 
Retouching Images 
Working with Color 
Working with Text 
Vector Shapes 

Advanced 

Introduction 
Setting Preferences 
Color Management 
Color Selection 
Hie Actions Palette 
Automating Functions 
I sing Filters 

Rollovers and Image Maps 
ImageReady <S> Animation 
Optimizing Web tiraphirs 


7.0 

Beginner 

Introduction 
Tin' Photoshop Window 
Opening Image files 
The fill' Browser 
Creating Ni'w f iles 
The Work Area 
I sing ’Hie Toolbox 
Working Willi Palettes 
Tile lavcrs Palette 
Managing Multiple layers 

Intermediate 

Introduction 
Making Selections 
Transforming Images 
Advanced Compositing 
Quick Mask Mode 
Retouching Images 
Cokir Balance 
Working with Text 
Veil nr S!ta|*es 

Advanced 

Introduction 
Setting Preferences 
Color Management 
Sdecting Colors 
Tlu* Actions Palette 
Automating Functions 
bsing filters 

Rollovers and Image Maps 
Animation in IrnageRi-adv 
(>|itinii/ii)g Well Oraphies 
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PowerPoint 

2002 

Beginner 

linrodiic'iiou 

The PowerPoint Environment 
Filtering ami Modifying Text 
Formatting and Enhancing Text 
l mii}* the Outline Pam* 

View Your Presentation 

Intermediate 

Introduction 
I sing Text Boxes 
AutoShape TTm»In 
l singlin' Slide Sorter View 
WorkiiiK with the tilip Art lialkry 
t lurking Tour Presentation 
Adding Sjx>aker \otes 

Advanced 

Ininxhiciinii 

treating Charts within PowerPoint 
CusUimi/i hr Charts 
Importing .in Excel Chart 
Importing Spread Sheets 
Managing the Presentation's lix»k 
I sing Design Templates 
Animating Tour slides 
I sing the Slide Master 

2000 

Beginner 

11110x1(1111011 

The PowerPoint Environment 
Entering and Modifying Text 
Adding, Deleting and Arranging Slides 
View Tour Presentation 


Intermediate 

introduction 

I sing Text Boxes and AtiloShapes in 
Tour Presentation 
I sing the Slide Sorter View 
Working willi die Clip Art (iallery 
Checking Tour Presentation for 
Spelling and Style Errors 
Adding Speaker Notes and Audience 
Handouts 

Advanced 

Introduction 

t reating Charts within PowerPoint 
Importing an Excel Chart 
Managing the Presentation s l ixik 
Working with the Slide* Master 

Publisher 

Beginner 

Introduction 

Ihe Publisher Environment 
liasy Creativity 
Inserting Text 
Working with Text Boxes 
Adding Clin Art 
layout ami Design 
Finishing Touches 

Intermediate 

Introduction 
Working with a Logo 
Creating a Business Card 
Adding WnrdArl 
Finishing Touches 
Creating Stationery 
I sing Mail Merge 
Creating an Imitation 

Advanced 

Introduction 

The Brochure Design Basics 


Advanced Text Editing Techniques 
Advanced (Jraphic Editing Techniques 
Preparing Tour Bnxlmre lor Outside 
Printing 

Can Wc hit ll on the W eb? 

QuickBooks 

2005 

Beginner 

Introduction 
The Easy Step Interview 
Selling up your Company 
Si lting Quii kliooks Preferences 
Item lists 

Managing QuickBooks 

Intermediate 

Introduction 

Invoicing 

Managing Customer Accounts 
Receiving Payments 
Making Dc|x>sits 
Entering and Paying Bills 
Making Adjustments 
Settingup Pavmll 
Processing Payroll 

Advanced 

Introduction 

Tracking Accounts Receivable 
Running Reports 
Making Journal Entries 
Reconciling Bank Statements 
Tax Related Issues 
Year-End Procedures 
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Titles Available from Video Professor (continued) 


2004 

Beginner 

Welcome 

The laisyStcp iMervii-w 
Manually Setting up your Company 
S<*UiiiK QuickRooks Preferences 
Item Usts 

Managing QuickRooks 

Intermediate 

Introduction 

Invoicing 

Managing Customer Accounts 
Receiving Payments 
knlenng anti Paving Rills 
Making \tl)iisUnciiLs 
Proci*sMiig Payroll 

Advanced 

Introduction 

Tracking Accounts Receivable 
Running Repons 
Making liMtrti.il entries 
Rei niu iilng Rank Statements 
Tax Related Issues 
Year-laid Procedures ami Managing 
Hies 

2003 

Beginner 

Introduction 
The KusyStep Interview 
Manually Setting up your Company 
Setting Quit kli»M>k> Preferences 
Item l ists 

Managing QuickRooks 

Intermediate 

liilroduetioii 

Invoicing 

26 Managing Customer Accounts 


Receiving Payments 
I altering and Paying Rills 
Making Adjustments 
Processing Payroll 

Advanced 

Introduction 

Tracking Accounts Receivable 
Riiniuug Reports 
Making Journal Unifies 
Reconciling Rank Statements 
lax Related Issues 
Year laid Procedures and Managing 
Files 

2002 

Beginner 

Introduction 
Hie Set I p Interview 
Manually Silting I'p Your Company 
Setting QuickRooks Preferences 
Item lasts 

Managing QuickBooks 

Intermediate 

Introduction 

Invoicing 

M.uraging Customer Accounts 
Receiving Payments 
Entering and Paving Rills 
Making Adjustments to Your(lurk 
Register 

Pnicesising Pav roll 

Advanced 

Introduction 

t racking Accounts Receivable 
Kiiuuing Re))orts 
Making Journal I nines 
Reconciling Rank Statements 
Tax Relatixl Issues 

Year laid Procedures & Managing Files 


Quicken 

2005 

Beginner 

Introduction 
Creating a I Fata File 
Quicken lav out 

Working with the Clin k Register 
editing the Category last 
Recording Split Transactions 
Creating and Printing CJiecks 
Reconcile Your Rank Statement 

Intermediate 

Introduction 

Creating a Credit Card Account 
Setting up a loan 
Setting up a loan Payment 
Setting up Online Checking 
Setting up Online Payees 
Making Online Payments 
Online Ranking 

Advanced 

Introduction 

Working with an Investment Account 
Adding a Mutual Fund 
l sing the Investing Center 
More Investing Center Toots ■ Analysis 
and Re|»oris 

exploring the Planning (.enter 
I sing the Tax (ouler 
Reports and Craphs 

2004 

Beginner 

Introduction 
Creating a Data File 
Quicken Layout 

Working with the (Jieck Register 
editing the Category list 



Recording Split Transactions 
Creating and Printing Checks 
Ruoncile Your hank Statement 

Intermediate 

Introduction 

I routing a Credit litre! Account 
Setting tip a loan 
Setting tip a Loan Payment 
Setting up Online Checking 
Making Online Payments 
(inline hanking 

Advanced 

Introduction 
Investment Account 
Sliding a Mutual Fund 
I sing the Investing tenter 
Analysis and Refills 
exploring the Planning tauter 
I sing the Tax Center 
Reports and Graphs 

2003 

Beginner 

Introduction 
Creating a Data File 
(Juiekcn I avoid 
la am the Check Register 
I tilling the Category last 
Recording Spin Transactions 
1 1 eating and Printing < Jlecks 
Reconcile Sour hank Statement 

Intermediate 

Introduction 

Setting up a Credit Card Account 
Setting np a loan 
Selling tip a I,nan Payment 
Selling np yottr Checking Account (or 
Oithne hanking 
Making Online Payments 
Online hanking 


Advanced 

Introducthin 

Working with an Imestmenl Sccotnil 
I sing tlie Investing Center 
AnaJvsis and Reports 
exploring the Planning (.enter 
I sing the Tax Center 
Reports and Graphs 

WOPd 

2002 

Beginner 

Introduction 
Word KnMronnMiti 
Entering and lailling Text 
Blocking and Mauipnlating Text 
Spellcheck and Thesaurus 
Inserting Graphics 
Saving File's 
Printing Documents 

Intermediate 

liiinKluetiou 
The Normal Template 
Character Formatting 
Working with Page Foniuts and 
Margins 

Blocking and Manipulaling Text 
Working with Tabs 

Ad ranced 

lulrodtieiion 

t!olumns and WordArt 

hullets and Automatic Numbering 

I sing Macros 

Selling I p Tables 

Footnotes. Headers and Footers 

Mail Merge 

Importing a Mailing List and Creating 
Merge labels 


2000 

Beginner 

Introduction 
the Word Knviromneiil 
Filtering and FxJiting Text 
Saving Files 

Blocking and Manipulaling Text 
S|h*II Check and Thesaurus 
Priming Documents 
Inserting Graphics 

Intermediate 

Introduction 

Exploring the Nonnal Template 
W orking with Character Formats 
Manipulaling Page Formats 
Aligning Text 
Working with Tabs 
Creating and I sing Styles 

Advanced 

Introduction 
Mail Merge Basics 
editing Fields 

Inserting Fields in a Form letter 
Adding Fields and Performing Searches 
Creating Merge envelopes 
Mail Merges 
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Titles Available from Video Professor (continued) 


WordPerfect" 

10 

Beginner 

Introduction 

The WordPerfect Environment 
llnirrinn and Editing Text 
saving, Opening and (‘.losing Hies 
Blocking and Manipulating Text 
Spell Check and Thesaurus 
Printing 

Intermediate 

Introduction 
Inserting Graphics 

Initial Style and Character Formatting 
Reveal Codes 

Page Formats and Margins 
Line Spacing Formats 
Indents and falls 
Working with Styles 

Advanced 

introduction 
Merge Basics 
The Form File 
Performing the Merge 
Working with TextArt and Watermarks 
Performing Sorts and Creating 
Envelopes 


9 

Beginner 

IlilriHluclion 

The WordPerfect Environment 
Entering and Editing Text 
Saving. 0|iemng and Closing Files 
Blocking and Manipulating Text 
Spell Check and Thesaurus 
Pruning 

Intermediate 

Introduction 
Inserting Graphics 

Initial Stvle amt Character Formatting 
Reveal Corks 

Page Formats and Margins 
Line Spacing Formats 
Indents and Falls 
Working with Styles 

Advanced 

Introduction 
Merge Basic s 
The Form File 
Performing the Merge 
W orking with TextArt and Watermark 
Performing Sons and Creating 
Envelope's 


WOPkS 

6.0 

Beginner 

Introduction 

Touring the Works Word Processing 
Screen 

Entering and Editing Text 
Saving l ilcvTcvl Formatting 
Working with Clip Art 
Working with Word Art 
llradcrs/Foolcrs. S|hTI Check 
Ca'atinga Database 
Performing a Mail Merge 

Intermediate 

Introduction 
Adding Database Fields 
l sing a Database for Statistics 
Creating Formulas in a Database 
Sorting Records 

Finding Rec ords and Using Filters 
Creating a Report 
Building a Spreadsheet 
Working with Formulas 
Formatting a Spreadsheet 

Advanced 

Introduction 
Creating t harts 
Chart Formatting 
Spreadsheet & Chart Printing 
Adding Rows to a Spreadsheet 
Working with Templates X Task 
Wizards 

Saving Filc-s as Templates 
I sing the Works Calendar 
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2000 

Beginner 

introduction 

Touring the Works Wonl Processing 
Screen 

Filtering and l.diiuiu Taxi 
Saving Files ami Text Formatting 
Working with dip Art and WorkAii 
Headers .uui Footers plus S|>cll and 
Urammar Check 
Creating a I iataiwse 
Filtering Records 
Mad Merge 

Intermediate 

Introduction 
Adding Database Fields 
I sing a Database for .Statistics 
I hiLiha.se Foniitiias and Formatting 
Sorting Records 

landing Records and I sing Fillers 
Canting a Report 
Building a Spreadsheet 
Working w ith Formulas 
Formatting a Spreadsheet 

Advanced 

introduction 
Creating Chans 
Chart Fonnatting 
Spreadsheet X Chart Printing 
Adding Rows to a Spreadsheet 
Working with Temphies X Task 
Wizards 

Saving Files as Templates 
I sing die Works Calendar 
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